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Creating an Escrow Account

The recommended browser is Google 

Chrome.
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Escrow Accounts Explained

Escrow is a process used by customers in the process of completing  

transactions with Development Services Department.

Development Services Department customers can create an Escrow 

Account using the Citizen Access Portal. 

After creating the Escrow Account, account owners place funds in 

escrow, and, if they wish, assign an authorized agent 

with instructions to disburse the funds to the city and pay fees due on 

their records. This way, the transactions between the account owner 

and the city proceed efficiently.
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https://acatest.sanantonio.gov/TestCitizenAccess/Default.aspxhttps:/aca.sanantonio.gov/CitizenAccess/Default.aspx


Escrow Accounts Explained

Creating an Escrow Account is a functionality of Citizen Access 

available to registered users. To register for an account click 

here: Citizen Access Portal.

Please contact Development Services Department Customer 

Call Center with questions, M-F, 7:45am to 4:30pm,

(210) 207-1111 or email Call Center.
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https://aca.sanantonio.gov/CitizenAccess/Default.aspx
Call Center


After login to your account, click Create an Escrow Account 

(#1) link located at the top of your home page.
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The General Disclaimer page displays. Read through the 

Disclaimer. Click the box to the left (#1) to accept terms. Click 

Continue Application (#2).
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The system advances to Step 1: User Information>User 

Information of the application. 

Select all Applicant Also Known As roles that apply by clicking the 

corresponding box (#1).

Click Continue Application (#2).
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The Contact List section of Step 1 is shown on this slide. An 

Authorized Agent for the account may be added here. If so, click 

Look Up to search for the contact before clicking Add New and 

creating a new contact. This avoids duplicates in the system.
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Shown is the Application section (bottom half) of the Step 1 page. Click 

the corresponding box to select the items that may be deducted from 

the Account by the city for unpaid fees.

Type a unique name to the Account. Click Continue Application.
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This record type does not require documentation. Click Continue 

Application.

*Click the Save and Resume Later button to put the application on a 

temporary status and complete the application at a later time. 

Temporary applications display on the My Records tab.
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The system advances to Step 2: Review. Review sections 

for accuracy.
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Scroll to the bottom of the page to read the OATH certification 

stating all information is true and accurate.

Click the box (#1) to agree with terms.

Click Continue Application (#2).
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The system advances to 

Step 3: Record 

Issuance. A green 

banner displays 

indicating the 

application is complete. 

The Escrow Account 

number displays 

directly below the 

green banner (shown). 

This is the number 

needed to access the 

Escrow Account.
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The system advances to Step 3: Validate Fees step.

Creating an escrow account does not carry any fees. Click Continue 

Application.
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The system progress to Step 4: Record Issuance. The escrow account 

is now created. Notice Escrow Account record number (#1). Click 

View Record Details for additional information (#2). Manage the 

escrow account from your Account Management page. 
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Managing the Escrow Account
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In the Account 

Management 

page, click the 

Account ID (#1) 

to view all 

transactions and 

conduct deposits. 

Click Deposit link 

(#2) to conduct a 

deposit using 

credit card or 

bank payment. 
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Screenshot of 

the Account ID 

page. Make 

deposits by 

clicking Deposit 

link (#1).
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Screenshot of the Deposit link page. 
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Amending an Escrow Account
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To amend Escrow 

Accounts, after 

login, click the 

Amend Escrow 

Account(s) link 

(#1) located at the 

top of your home 

page. Account 

number displays 

(#2). Amendment 

link (#3).
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Please note: Contact the Development Services 

Department Customer Call Center to create an 

amendment to add or remove an authorized agent 

from an Escrow Account.  This process is conducted 

by staff. Kindly call (210)207-1111, M-F, 7:45am to 

4:30pm or email Call Center

Call Center
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Making a Deposit into an 

Escrow Account 
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From Account Management page, scroll to the Escrow 

Account Information section (shown). Click either Escrow 

Account Record ID # (#1) or the Deposit link (#2).
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If Record ID # link is clicked, the Escrow Account Details 

page displays (shown). Click Deposit (#1).
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After Deposit is clicked, the Payment Options page displays 

(shown). Type Deposit Amount (#1). Click Submit Payment 

(#2).
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Select Credit Card or Bank Payment (#1). Review 

Information. Click Continue Payment (#2). 
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Use drop-down menu arrow to select card type(#1). Type card 

information (#2). Click Complete Transaction (#3). 

*Note: Development Services Department does not retain credit card 

information. 

*Credit card information used here is used for example only and 

fictitious.
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Click the Account Management link provided(#1) to return to 

the Escrow Account information page.  Scroll to the Escrow 

Account Information section to view updated balance.
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Creating an Escrow Account

This concludes the Creating an Escrow 

Account module.
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